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The Administrative Services Division has  the responsibility for computer services, 
engineering, personnel, fiscal affairs, food services, bupplies and equipment. office 
management and records management for the Departments of Offender Rehabilitation 
and Corrections. - 
The Food Service Section provides technical guidance and assistance as required to 
all units of the Department of Corrections t o  assure adequate food for good nutrition, 
properly prepared, for inmates and staff at minimum expense. 
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Files relate to  the Food Service Program of the State penal A" 
institutions. 

Files includes menus for State penal institutions. 
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The f i l e  is arranged by days of the week and thereunder 
chronologically. 
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. . . . .. . ... . . . . . . . 
. .  13. Is t h i s  the Record Copy of the  se r i e s?  

14.-  Is the-fe a duplicatiG"o? %h% (ser ies  i n  another of f ice  o r  agency? 

15.  Is the information contained i n  ' th i s  se r ies  ever s,un;mad.zed or published? 

16. Does the ser ies  contain c lass i f ied  information requiring securi ty  handling? 
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17. Does the  ser ies  document pol ic ies  and procedures of ,agency's operation or function? [% 
. .  . , . . . , ,  - .  ~ - .  . . 

18. Could the  function be performed if the  f i l e s .  were l o s t  o r  destroyed? 

19. Is the ser ies  (or major portion  of it) regularly microfilmed? 

20. Does the record series provide data  as in& t o a n  EDP f i l e ?  
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If yes, why? 
~ .. . ~ , . . i  

21. Does the record ser ies  contain . .  documentation produced as EDP printout?  [ I  
13 . .  .~ . . .  

22. Is the se r i e s  affected by Federal or grant funds? . . .  

23. W i l l  there  be a need fo r  these records 10, 15 years from w$.o&Qeg what? E - e s e a r c h  

ermanently 
The following requires the f i l e s  t o  be kep t  years : 24. REQUIREMENTS. 

a. [ ]STATE b. [ ]STATUE OF c. []AUDIT a:[ ]FEDERAL e. WjLDElINISTRATIVE f.  [qHISTORICAL 
LAW LIMITATION I PERIOD . LAW DECISION VALUE 

( C i t e  W, Statute, o r  other reason for  the retention requirement) 

This dec i s ion  was made a f t e r  consul tat ion with Harmon Smith. - 
25. AGENCY RECOYENDATIONS. This agency recornends t h a t  the  f i l e  s e r i e s  be cut o f f  a t  the ena 

of each -[]CALENDAX YEAR .-@FISCAL FAR ' -[]OTHER ,then: 

A. [ IDestro 
- . .  
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'b.r.ec?iately a f t e r  c u t  off .  
*]&-in current f i l e s  area '  . .  month(s)/ y e a d s ) ,  then: - ~ 1- 

P- I []Destroy. 
- ._-- 2 []Transfer t o  records center; hold-. .~ yeer l s )  , then: .: 

. -  ' %.; 
$~ r7 .- destroy rm-ainder. 1 3' [I~estroy af ter  auait ! o r  yezr(.s) a f te r  w ld i t ) .~  
d. []Hold i n  cwFe'nt f i l e s  area inde5ni:ely. 

- - -  a []Destroy. 
b []Transfer h i s t o r i c a l  material  t o  Archives; 
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D. m o l d  in- currext f i l e s  area-; -~~~ =yeads;  , then trmsfer t o  h c b i v i s  5e'errzently. 
E. []Other, 

(Indicate br ie f ly  ratioriak for recome s above/or m i t e  

R e c o m m e n d a t i o n s  

i n  P a r a g r a p h  25 

a r e :  


